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February 18, 2011
MACROBUTTON NoMacro [Click here and type recipient’s address]
Dear Sir or Madam: 
The first paragraph is used to identify 3 items to the prospective employer:
· the job for which you are applying 
· where you found the advertisement
· express your interest and suitability
The second paragraph links your qualifications and skills to the job

· Contains 3 facts or skills/traits that you would like to highlight about yourself.
· Explain how each fact/skill/trait shows you are qualified for the job and will be a benefit to the company.
** May be divided into three separate paragraphs if the fact/skill/trait explanations do not flow into one paragraph.
The third paragraph thanks the employer and provides contact information for an interview 

· States your contact information including:
· Alternate contact numbers
· Times you can be reached 
· States that you are looking forward to meeting in person to discuss possible employment.
· States that your résumé is attached. 
Sincerely, 
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MACROBUTTON NoMacro [Street address] • MACROBUTTON NoMacro [City/State] • MACROBUTTON NoMacro [Zip/Postal Code]
Phone: MACROBUTTON NoMacro [Phone Number] • Fax: MACROBUTTON NoMacro [Fax Number]
  MACROBUTTON  AcceptAllChangesShown "[EMAIL ADDRESS]" 

